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• Agencies received a request on April 20 to validate employee schedules. 
• Validation ensures that employees are paid correctly. 
• Deadline to submit schedules is Friday, April 30. 
• Second round of validation will be available closer to go-live. 
• Ad hoc updates can be made after go-live.
HCM update







• Currently in the Planning phase with kickoff meeting date to be determined.
• Broad agency representation planned for FIN workstreams; logistics being 
confirmed.
• Architect design sessions to be scheduled following kickoff for all FIN 
workstreams.
• Functional training to be scheduled for FIN workstream leads and backups. 
Communications
As reported in the April Smart Talk bulletin, a short demo is now available to provide a preview of the 
Workday system. The video highlights basic navigation, homepage applications, payment elections, and 
more. Expect more of these previews in the coming months! 
The preview of the State of Iowa’s Workday system is 
available through a private You Tube channel.
Share this URL with others in your agency!
(https://www.youtube.com/watch?v=HVqPgbAsnbo)
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Workday: Future State Discussions
• Email was sent to Managers, Supervisors and Change Agents on March 31 to provide information about 
upcoming meetings.
• Calendar invites have been sent for most agencies for 90-minute Zoom meetings.
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End User Training Summary
Travel Expense Processes
1. Expense Report: In-State Travel Reimbursement
2. Spend Authorization: Out-of-State Travel Approval
• Must be approved prior to the trip
3. Expense Report: Out-of-State Travel Reimbursement
• Linked to Spend Authorization once you return/submit
Terms and Security Roles
● Expense Report in Workday = Travel Payment (TP) in I/3 
● Spend Authorization in Workday = Online Travel Authorization (OTA), or Travel 
Document Authorities (TDAs) in I/3
● Travel Expense Roles:
○ Initiator: Employee or Finance on their behalf
○ Manager: Direct supervisor of employee
○ Expense Approver 1: Agency’s finance area
○ Expense Approver 2: Agency’s finance area
○ Expense Partner: Agency’s last audit prior to DAS State Accounting
○ SAE Final Approver: DAS State Accounting final approval
○ Department Director (or Designee) for Spend Authorizations only
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For questions, please contact your organization’s Change Agent
or 
Visit the website at: WorkSmart.iowa.gov
To locate your Change Agent, please go to the Change Agent Directory.
Questions?
